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1 My Businesses 
For businesses in the óMy Businessesô grid, clicking on the business name or CBI Number 

displays information on file with the Office of the Secretary of State and/or the Department 

of Revenue. 

 

1.1 Business Summary  

When you click the business name or CBI Number in the óMy Businessesô grid, a business 

summary page appears. The content varies depending on whether the business has 

completed business registration and/or tax registration. 

1.1.1 Business Summary Default View 

If you see the óBusiness Administrationô tab in the default view then you have registered 

your business with the Office of the Secretary of State. If you see the óTax Administrationô 

tab only, then you have registered only with the Department of Revenue. 
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One Stop displays basic information about the business with tabular views to review the 

business filing details and business associations on file with the Office of the Secretary of 

State as well as tax information on file with the Department of Revenue. 

1.1.2 Business Registration Only 

As in the default view above, if you are registered with the Secretary of State only, you will 

have a view of the business filings and any manage options that are available to perform on 

the business. Once you click on the óTax Administrationô tab, and have NOT registered for 

taxes with the Department of Revenue, then you will see the ñRegister for a Tax Accountô 

link that you can click on to begin the process.  

 

Note 
When registration with the Office of the Secretary of State is required before registration with the 
Department of Revenue, One Stop does not assign tax accounts until the Business Registration 
is approved. 

If tax registration has been submitted and is óAwaiting Approvalô, the Department of 

Revenue is reviewing the submission. You do not need to do anything. 
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1.1.3 Tax Registration Only 

If you see the óTax Administrationô tab on the business summary page (and not Business 

Administration tab), then the business is registered with the Department of Revenue and 

NOT with the Secretary of State. 

 

Note Not all businesses must register with the Office of the Secretary of State. 

One Stop displays basic information about the business and the user can navigate within 

the tabular views to see other tax information on file with the Department of Revenue. 

1.1.4 Cigarette/Tobacco Products Licenses 

If you did not register for óTobacco Taxô with the Department of Revenue when registering 

for taxes and you click on the óTax Administrationô tab and then on the óCigarette/Tobacco 

Products Licensesô tab, then you will see the óApply for a Licenseô link that you can click on 

to begin the process.  
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If a tax registration, which also included Tobacco Tax, was submitted and is óAwaiting 

Approvalô, the Department of Revenue is reviewing the submission. You do not need to do 

anything. 

1.1.5 Obligations 

The óObligationsô tab shows all of the óOnline Filings Dueô on a business. There are two 

types of online filings: 1) óOnline Tax Filingsô are filings due for tax accounts on your 

business which can be viewed and paid through eFile by clicking on the óFile Taxesô button 

2) The óExcise Tax Systemô is for filings due on Cigarette/Tobacco Licenses which can be 

viewed and paid through the Kentucky Excise Tax System by clicking on the óFile Tobacco 

Taxesô button. 

 

Note 
Filings due for paper returns are not shown on this screen. Obligations shown only represent 
online filings due. For paper registrations, please contact the Department of Revenue at 502-
564-5053. 

1.1.6 Permissions 

The óPermissionsô tab shows all of the assigned security roles that have been granted to an 

individual on a business. Permissions are assigned at the time of business and/or tax 

registration, but can also be granted to particular accounts and licenses by the One-Stop 
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Business Administrator who is the administrator of security roles on the business and can 

invite users. (See Organization Management in KOG User Guide) 

 

1.1.7 Navigational Buttons 

The following navigational buttons are available on the business summary page, depending 

on your authority to view business information, update business information, file taxes and 

apply for additional taxes and/or licenses. 

Button View Function 

 

 

Business 
Summary 

You can either click on the 
Kentucky Business One Stop icon 
or the óBack to Dashboardô link to 
navigate back to the dashboard 
and My Businesses view 

 
Business 
Administration ï 
Filing Details 

If you have sufficient permissions, 
you will see the button on the 
óFiling Detailsô section. This button 
provides access to information on 
file with the Secretary of State. 
See Section 2: Manage Business 
for details about functions 
available to you. 

  
OR 

 
OR 

 

 

Business 
Administration ï 

Filing Details 

If you have sufficient permissions, 
you will see either the óDissolve 
Businessô or óWithdraw Businessô 
or óCancel Businessô button 
(depending on your business 
structure).This button provides 
access to either Dissolve/Withdraw 
or Cancel a business with the 
Secretary of State. See Section 2: 
Manage Business for details about 
functions available to you. 

 
Business 
Administration ï 
Change Principal 
Office 

If you have sufficient permissions, 
you will see the óChangeô button on 
the óPrincipal Office Addressô 
section. This button provides 
access to information on file with 
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the Secretary of State. See 
Section 2: Manage Business for 
details about functions available to 
you. 

 
Business 
Administration - 
Associations 

If you have sufficient permissions, 
you will see the óChange 
Registered Agentô button on the 
óAssociationsô section. This button 
provides access to information on 
file with the Secretary of State. 
See Section 2: Manage Business 
for details about functions 
available to you. 

 
Business 
Administration - 
Assumed Name 

If you have sufficient permissions, 
you will see the 
óAdd/Amend/Withdrawô buttons on 
the óAssumed Namesô section. 
These buttons provides access to 
information on file with the 
Secretary of State. See Section 2: 
Manage Business for details about 
functions available to you. If your 
business is eligible to renew an 
Assumed Name, you will see the 
óRenewô button. 

 
Tax 
Administration - 
Details 

If you have sufficient permissions 
and a FEIN was listed on the 
business, you will see the óAdd 
FEINô button on the óDetailsô 
section. This button provides 
access to information on file with 
the Department of Revenue. See 
Section 3: Manage Taxes and 
Licenses for details about 
functions available to you. 

 

Tax 
Administration - 
Details 

If you have sufficient permissions, 
you will see the óChange Business 
Nameô button on the óDetailsô 
section. This function is only 
available if you are not registered 
with the Secretary of State. This 
button provides access to 
information on file with the 
Department of Revenue. See 
Section 3: Manage Taxes and 
Licenses for details about 
functions available to you. 

 

Tax 
Administration - 
Details 

If you have sufficient permissions, 
you will see the óChange Account 
Periodô button on the óDetailsô 
section. This button provides 
access to information on file with 
the Department of Revenue. See 



Kentucky Business One Stop 2019 

 

11  

 

Section 3: Manage Taxes and 
Licenses for details about 
functions available to you. 

 

Tax 
Administration ï 
Tax Accounts Tab 

If you have sufficient permissions, 
you will see the óApply for 
Additional Accountsô button on the 
óTax Accountsô tab. This button 
provides access to information on 
file with the Department of 
Revenue. See Section 3: Manage 
Taxes and Licenses for details 
about functions available to you. 

 
Tax 
Administration ï 
Tax Accounts Tab 

If you have sufficient permissions, 
you will see the óChange Addressô 
button on the óTax Accountsô tab. 
This button provides access to 
information on file with the 
Department of Revenue. See 
Section 3: Manage Taxes and 
Licenses for details about 
functions available to you. 

 
Tax 
Administration ï 
Tax Accounts Tab 

If you have sufficient permissions, 
you will see the óChange Phoneô 
button on the óTax Accountsô tab. 
This button provides access to 
information on file with the 
Department of Revenue. See 
Section 3: Manage Taxes and 
Licenses for details about 
functions available to you. 

 
Tax 
Administration ï 
Tax Accounts Tab 

If you have sufficient permissions, 
you will see the óFile Taxesô button 
on the óTax Accountsô tab. This 
button takes you to the e-File 
application. Please reference the 
Tax Filing User Guide for 
information on how to use this 
application to file tax returns for 
Consumerôs Use Tax, Motor 
Vehicle Tire Fee, Transient Room 
Tax, Sales and Use Tax and the 
Commercial Mobile Radio Service 
Prepaid Service Charge. 

 
Tax 
Administration ï 
Tax Accounts Tab 

If you have sufficient permissions, 
you will see the óView Detailsô 
button on the óTax Accountsô tab 
for specific accounts. This button 
provides access to information on 
file with the Department of 
Revenue. See Section 3: Manage 
Taxes and Licenses for details 
about functions available to you. 
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Tax 
Administration ï 
Tax Accounts Tab 

If you have sufficient permissions, 
you will see the óEnrollô button on 
the óTax Accountsô tab for specific 
accounts, if the account has not 
been enrolled for óOnline Filingô. 
This button provides access to 
information on file with the 
Department of Revenue. See 
Section 3: Manage Taxes and 
Licenses for details about 
functions available to you. 

 
Tax 
Administration ï 
Tax Accounts Tab 

If you have sufficient permissions, 
you will see the óAdd/Update DBA 
Nameô button on the óTax 
Accountsô tab for specific 
accounts. This button provides 
access to information on file with 
the Department of Revenue. See 
Section 3: Manage Taxes and 
Licenses for details about 
functions available to you. 

 

Tax 
Administration ï 
Tax Accounts Tab 

If you have sufficient permissions, 
you will see the óPrint Permitô 
button on the óTax Accountsô tab 
for specific accounts, if the account 
has Permits available for printing. 
This button provides access to 
information on file with the 
Department of Revenue. See 
Section 3: Manage Taxes and 
Licenses for details about 
functions available to you. 

 
Tax 
Administration ï 
Tax Accounts Tab 

If you have sufficient permissions 
to view the details of accounts, you 
will see the óReturn to Account 
Listingô button. This button will 
navigate you back to the main 
accounts view on the tab you are 
currently viewing. 

 
Tax 
Administration ï 
Responsible 
Parties Tab 

If you have sufficient permissions, 
you will see the óManage 
Responsible Partiesô button on the 
óResponsible Partiesô tab. This 
button provides access to 
information on file with the 
Department of Revenue. See 
Section 3: Manage Taxes and 
Licenses for details about 
functions available to you. 

 
Tax 
Administration ï 

If you have sufficient permissions, 
you will see the óView Detailsô 
button on the óResponsible Partiesô 
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Responsible 
Parties Tab 

tab. This button provides access to 
information on file with the 
Department of Revenue. See 
Section 3: Manage Taxes and 
Licenses for details about 
functions available to you. 

 
Tax 
Administration ï 
Responsible 
Parties Tab 

If you have sufficient permissions 
to view the details of Responsible 
Parties, you will see the óReturn to 
Responsible Party Listingô button. 
This button will navigate you back 
to the main view on the tab you are 
currently viewing. 

 
Tax 
Administration ï 
Cigarette/Tobacco 
Products Tab 

If you have sufficient permissions, 
you will see the óApply for 
Additional Licenseô button on the 
óCigarette/Tobacco Productsô tab. 
This button provides access to 
information on file with the 
Department of Revenue. See 
Section 3: Manage Taxes and 
Licenses for details about 
functions available to you. 

 

Change Mailing Address 

Change Contact 

Change Process Agent 

Tax 
Administration ï 
Cigarette/Tobacco 
Products Tab 

If you have sufficient permissions, 
you will see the óMore Actionsô 
button on the óCigarette/Tobacco 
Productsô tab. This button provides 
access to information on file with 
the Department of Revenue. See 
Section 3: Manage Taxes and 
Licenses for details about 
functions available to you. 

 
Tax 
Administration ï 
Cigarette/Tobacco 
Products Tab 

If you have sufficient permissions, 
you will see the óPrintô button on 
the óCigarette/Tobacco Productsô 
tab for specific accounts, if the 
account has a License available 
for printing. This button provides 
access to information on file with 
the Department of Revenue. See 
Section 3: Manage Taxes and 
Licenses for details about 
functions available to you. 

 
Tax 
Administration ï 
Cigarette/Tobacco 
Products Tab 

If you have sufficient permissions, 
you will see the óRe-applyô button 
on the óCigarette/Tobacco 
Productsô tab for specific accounts. 
This button provides access to 
information on file with the 
Department of Revenue. See 
Section 3: Manage Taxes and 
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Licenses for details about 
functions available to you. 

 
Tax 
Administration ï 
Cigarette/Tobacco 
Products Tab 

If you have sufficient permissions, 
you will see the óFile Tobacco 
Taxesô button on the 
óCigarette/Tobacco Productsô tab. 
This button provides access to 
information on file with the 
Department of Revenue and 
navigates the user to the Excise 
Tax Filing application. See Section 
3: Manage Taxes and Licenses for 
details about functions available to 
you. 

1.2 Business Summary Additional Views 

There are additional views within the business summary, apart from the default view. 

1.2.1 Business Administration ï Assumed Names 

When you click the óBusiness Administrationô header tab, the default view lands on 

óAssociationsô. You can also click on the óAssumed Namesô tab to display information about 

any assumed names filed with the Secretary of State. 

 

1.2.2 Tax Administration ï Tax Accounts  

When you click the óTax Administrationô header tab, the default view lands on óTax 

Accountsô tab. You can also click on the óView Detailsô within the tab to display information 

about a particular tax account filed with the Department of Revenue. 
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This example shows some of the details for a Corporation Income Tax account. The óView 

Detailsô tab is similar for other tax types. The óView Detailsô on óSales and Use Taxô also has 

information about óBusiness Locations.ô 

If you do not have sufficient permissions, when you click óView Detailsô on the tax account, 

One Stop will display the following message: 
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Click óOkô to return to the page. Or click óReturn to Account Listingô to return to tax accounts. 

Note 
One Stop does not currently assign Coal Tax accounts. Although One Stop has captured the 
information entered for Coal Tax, the Department of Revenue will assign those accounts 
separately and notify you via mail. 

1.2.2.1 Sales and Use Tax Accounts - Business Locations 

Only Sales and Use Tax accounts have multiple business locations. One Stop displays the 

business location(s) applicable to the Sales and Use Tax account you are viewing and you 

can Print the associated sales permit by clicking on óPrint Permitô 

 

The locations initially are sorted by the order in which they were entered; however, you may 

click a column header to sort by that column.  

The  symbol to the right of a column header provides options for filtering the information 

displayed. 

1.2.2.2 Sales and Use Tax Accounts - Sales Permit 

When you click the óPrint Permitô button for a Sales and Use Tax account location, One 

Stop displays a PDF of the letter (appropriate to the change that led to the permit) along 

with the Sales Permit for that location in another browser tab. 



Kentucky Business One Stop 2019 

 

17  

 

 

 



Kentucky Business One Stop 2019 

 

18  

 

 

You may use standard browser functionality to save or print the Sales Permit. 

When you are finished reviewing the Sales Permit, you may close that tab in the browser. 

1.2.3 Tax Administration - Responsible Parties 

You will see the óResponsible Partiesô tab only if you have sufficient permissions. If the 

óResponsible Partiesô tab is available, you may click it to display responsible parties for the 

business.  
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One Stop lists the responsible parties for the business. You may click a column header to 

sort by that column.  

The  symbol to the right of a column header provides options for filtering the information 

displayed. 

1.2.3.1 Responsible Party Details 

If you have sufficient permissions, you may click the óView Detailsô button to the right of a 

responsible party to display the details for that individual or business. 

 

This example shows details for John Jacob Astor, the LLC Member of the business. 

1.2.4 Tax Administration ï Cigarette/Tobacco Products Licenses 

You will see the óCigarette/Tobacco Products Licenseô tab even if you do not have any 

associated licenses. If licenses are available, you will see them listed, per License Type, 

Status, etc. for the business.  

There may also be an option to óPrintô the license if it is still active by selecting the óPrintô 

button. When you click the óPrintô button for a License Type, One Stop displays a PDF of 

the permit (for one or more locations) in another browser tab. 
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You may use standard browser functionality to save or print the License Permit. 

When you are finished reviewing the License Permit, you may close that tab in the browser. 
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1.3 Back to Dashboard 

When you are finished reviewing the information about the registered business, click the 

óBack to Dashboardô link in the upper right corner to return to the One Stop ñDashboardò. 
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2 Manage Business 
After selecting the business you want to manage from óMy Businessesô, and you are the 

Registration Administrator for the business, you may manage changes to the business 

registration information on file with the Secretary of State.  

2.1 Business Administration 

Options for managing the business on the business summary page are within sections 

and/or tabs on the main óBusiness Administrationô tab. 

 

The following manage functions are available within One Stop: 

¶ File/Amend Annual Report 

¶ Dissolve/Withdraw or Cancel Business 

¶ Change Principal Office Address 

¶ Change Registered Agent 

¶ Assumed Name ï Add, Amend, Renew, and/or Withdraw 

If you need to amend your articles/certificates, convert, etc. please contact the Office of the 

Secretary of State.  

2.1.1 Manage Business ñErrorò Messages 

If you receive a message similar to the following, One Stop is unable to offer the function 

online due to status updates or other information that may need updated with the Office of 

the Secretary of State.  
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You may click óCancel this Eventô or óManage other eventsô to exit. 

If you get a message like the one below, please contact the Office of the Secretary of State 

for assistance at the phone number provided. 

 

2.1.2 Cancel Event 

Throughout the Business Administration process, you have the option to cancel the event. 

 

When you cancel, One Stop deletes information entered thus far (if any) and returns you to 

the óBusiness Administrationô tab. 

2.2 File/Amend Annual Report 

Most businesses registered with the Office of the Secretary of State  are required to file an 

annual report between January 1 and June 30. The óFile/Amend Annual Reportô button 

appears in the óFiling Detailsô section. 

 

2.2.1 Amend Annual Report 

When you select óFile/Amend Annual Reportô, the ñAmend Annual Reportò page appears. 

http://sos.ky.gov/
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If you are changing the Principal Office Address and/or the Registered Agent, click óYesô in 

answer to the questions. As you proceed through the process, One Stop will display pages 

for you to update this information. 

If you are not changing the Principal Office Address and/or the Registered Agent, click óNo.ô  

Click óNextô to continue. 

2.2.2 Change Registered Agent 

If you answered yes to the question óIs a change required to the businessôs registered 

agent,ô the ñChange Registered Agentò page appears; otherwise, One Stop proceeds to the 

next step in the process. 
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You may add a new association as the Registered Agent, you may edit the existing 

Registered Agentôs information, you may change the Registered Agent from one 

association to another association (e.g., from John D Rockefeller to John Pierpont Morgan), 

or you may delete the existing Registered Agent, in which case One Stop will prompt you to 

enter a new one.  

2.2.2.1 Add new association as Registered Agent 

If you click óAdd a New Association,ô the page expands to allow entry of the new association 

who will be appointed the Registered Agent. 

 

Select either óIndividualô or óBusinessô in the dropdown and enter the agentôs information: 

address, name, email, and phone. For a business, also enter the business name. Note: The 

business being registered cannot be its own Registered Agent. 
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Click the óUpdateô button. One Stop will validate and certify the address you entered and 

inform you of the results in the Address Certification dialog box.  

Once the address has been validated, click óUpdateô again to proceed. 

After you have changed the Registered Agent, One Stop will enable the óNextô button for 

you to continue.  

2.2.2.2 Edit ÅØÉÓÔÉÎÇ 2ÅÇÉÓÔÅÒÅÄ !ÇÅÎÔȭÓ ÉÎÆÏÒÍÁÔÉÏÎ 

If you click the eye  next to the Registered Agent, the page expands to display the 

associationôs information for you to make modifications.  

 

If you click the óEditô button, the page expands to allow you to modify the address. 

 

Make the desired changes and click the óUpdateô button.  


































































































































































































